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PREFACE. 


I L is tlio purj)oso of tliis buUctiii to dcscriho tlio udininistrativo 
priicl ice iind cxpoiiencc of tlic corrosi)ondeiicc-sUidy dopiirtincnts of 
the universities of the United ^^tutes. Correspondcjice-stmly sec- 
reUu'ies iind extension division directors may find .lliis exporienco 
aii(f practice; of'Uso in meeting their own problems and in evolving 
their own adininistriU'i''c systems. 

Local conditions and resources are so different, persofud preferences 
are so variolas, and the field for administrative development is so 
large, that few judgments have been expressed upon tlio practice 
boro described. Ail atteiiiiU has been made to collect in systematic 
order the typic.il jiractices and methods of correspondence depart- 
ments, riitbc'r than to attenijit a statistical statement or tabulation 
of the extent of any' of these practices and methods. ■ The methods 
of jmrticular institutions have been set down as ty'pical, therefore, 
without nieiitiiin of other institutions wdiicli follow tlie'«amo method. 
The fad that one institution has been mentioned instead of another 
docs not mean that the institution cited originated the method^ 
illustrated by its practice, nor that it best cxeraiililies the point. 
The writer was of necessity compelled to choose liis illustrative mate- 
rial fr^mi that which extension directore were kind enough to supply. 

If ho has inado raistakcs'in selection, he hopes that the fact will not 
bo ascribed to fjjiy prejudice m favor of or against any institution. 

He freely acknowledges his debt to practically every correspon- 
dence-study department and c.xtensioH division in the universities 
iiml colleges, cif the United States for the courteous and gcjieroua 
'assistance which he has received. 
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THE ADMINISTRATION OF CORRESPONlENCE-STUDY DEPARTMENTS 
OF UNIVERSITIES AND^LLEGES. ^ 


- NEKD FOR AOMINISTRAl’IVE MACHINERY- 

Wlion roiTospon (lour ('-study work in a university is a now ami a 
small tiling tlio amount of work and the nuiri})or of process('s M'hi(*li 
have to ])orformed in the office of the extension division are simple 
(Ujul f('w. Affer the ronvspondence student is rofristered, ])racticallv 
all of the office work is done Ity professor who conducts the course. ' 
Papers are sent hy tlie student directly to the teacher, the teacher 
corrects and returns the written work, keeps such record as he pleases 
of tlie grades, arranges for the find examination, and sends the final 
grades to the proper university authority. With the development, 
of r()rrospondenre-atndy work, liowever, there is a grreat iiu^rcase iii 
the number and kinds of C(hLrs(‘s given, in the number of instructors, 
and the number of ^students. In order to avoid confusion, it becomes 
necessary to develop in a central office the machinery and ]>rocesses 
for Iiandling clerical work. 


general DEVELOPiMFJ^T OF CORRESPONDENCE-STUDY 

ADMINISTRATION. ^ 

• r 

The administrative machinery is everywhere comparatively simple. 

It lias not grown much beyond that provided wlion the amount of 
wqrk first made rkwessary special provision for handling the worjefrom 
a central point. For the most part this process consisted of remov- 
ing direct rcspoiiisihility for the details of administration from the 
hands of a committee or from the director of the ext.ensioji division, 
and of placing it in the hands of a correspond once secretary. 
this clinnge took place the burden of the instnictor was lightened find 
his work simplified hy transferring t^o the central ofTieo much clerical 
work which he had foniicrly been compelled to do. At the same 
time the Vkxirk j>f the instructor was supen^j^ed more carefully tli an 
had previously^ been the ’case. The secretary of correspondence 
effcudy became responsible for the prompt return of papers by the in- 
structor, checked the kind of criticism the instructor was giyjingthe 
student, and maintained general' oversight of the work done by both 
student and matructor. 

. This description represents in a fairly accurate way tht trend of 
the development of corrcspohdcuce-study adiuiiiistrative macliinery. 
While debaiis ot the developimont have varied somewhat in diflferbr^ \ 
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institii^tions, local condition^ have not caused such diversity as 
might have been expected. This )s probably duo in large part to 
4 the fact that correspondence teaching os a university function is so 
• different from the traditional work of the universities that the systems 
an4 methods' developed by the institutions which were first in the 
field could ho imitated without violence to established administrative 
Conceptions^, The influence of tho older correspondence^study depart- 
1, ' ments was doubt-J;^ more powerful also because the two uiii^’ersitios 
which first developed coiTespondenco'|tudy liad their work e8tal>lished 
and organized *well Iti advance of the time when other institutions 
began it. Chipago University established correspondence study in 
1692 ; Wisconsin in 1906. • 

The systems of administration and methods of handling corre- 
sponder\ce work developed hy these two institutions differ in many 
respects, but correspondence departments which have attempted to 
adapt their methods to local conditions have seldom copied tho 
practice of either institution in its entirety. The influence of both 
18 reflected in practically every correspondence-study department. 

^ TWO types" of organization. 


* Administratively the, coirespondehcc-stmly department of the 
University of Chicago stands by itself. It 1ms. not been a part of 
a larger erxtension division since 1900, when the class study work of 
the extension division was discontinued. Administration in Chicago 
is, therefore, a different problem from admini^ration in the institu- 
tions in which correspondence work is but one activity of tho exten- 
fliop division. Its budget, its instruction, and its records may be 
handjed without reference to other extension activities. Its sole 
coordinating problem is one of coordination with the general \iniver- 
flity administration aud with resident work. This (foes not corre- 
spond to the general tendencies of extension work in the United States. 
Almost everywhere extension divisions are developing’ Oorrespond- 
ence study as only one^, several activities. The administration 
of correspondence study in Wisconsin as one bureau of the general 
extension divimon lias, therefore, served more, generally as a guide 


to administrative practice, -and ac^unts for the greater influence 
which Wisconsin exerts upon other institutions. 

With the appointment of a porrespondence secretary it becomes 
possible to organize in one oflflce the methods of handling the clerical 
imd administrative work .of the corresppndence department. The ^ 
lonou^ of this work may be so small that the secretary alone c^an do 
ii sU, . pr it may ^ ^ g re^t that^a large clerical is required-hy 
In either case , j^e processes thie records the 

adimmstrad^ problem of, the. secrete^ in 
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It is the purpose of this bulletin to describe the forms used and 
the process of ha&dlmg them from the time the student first applies 
for infonnation concerning correspondence courses until his univer- 
sity record is completed. These forms include .those used by the 
administrative office, by the instructor, and by the student. 

FOLLOW UP OF INQUIRIES. ' , 


It is not the purpose of this bulletin to discuss the methods used 
by the extension division, or by the correspondence study department 
to induce prospective students to request infonnation concerning 
correspondence courses. Publicity and advertising are not part of 
the process of conducting the work. The methods and systems used 
in .folTewing up such inquiries are, however, an essential part of the 
work of the correspondence-study office. 

The system of foUqw-ups used by the University of Elansas is 
probably typical of the follow-up through form letters. Inquiries 
‘ concerning college purses are classified as direct and indirect. In^' 
reply to a dilhsct inquiry concerning college work, the form letter 
used acknowledges receipt of the inqiiiry,- indicates that^ announce- 
ment of -courses has been sent, calls attention to the variety and 
advantages’ of correspondence sffudy, and asks that the inquirer fill 
out^tho application, blank which forms part of the announcement if he 
decides to enroll. ' ^ 


[Farm Letter Uud hy the Univereity of Kansat m Replying to IHrtct 

We have your request for information concerning our correspondence coureee. 
The bulletin deecribing the work ia going forward to you today. Since there are 
over 200 courses offered, you will, no doubt, find one or more adapted to your needs. 

For full explanation regarding the subjects, methods of conducting the work, regu- 
lations governing university credit, and cost, read carefully the first few pages of 
the ^bulletin. The lesson aamgnmenCs ar^prepared and students* papers corrected 
^*by Kansas University {mjfessors. The coumes have been carefully worked out for 
corrpepondencQ study, and you will receive the benefit of the revision and improve- 
ment which aeVeral years* experience in this work makes it possible for us to bfiso*. 
This work has a recogniaed educational value. The number of correspondence 
stud^ts is constantly increasing, and the voluntary reports which they frequently 
make on completing courses indicate that the results are satisfactory from every stand- 
point. These correspondence cour od h f offer you a splendid opportunity for further 
development. . • 

After 3 T 0 U have gone over the printed matter carefully, and selected your courses, 
we shall ^ glad to have yo^ application on the blank printed opposite page 62 *(^ the 
bulletin, or to answer any questions you may care to ask concerning the work. 

Trusting that we may be ol service to you, >i£nd awaiting an early reply, I am, 

' Sincmly, yours, \ 


^ . 132800®— '19 S 
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ft In response to an indirect inquiry a form letter is sent which con* 
tains some explanation of and armament for correspondence study. 

(Form Letter U$ed by the University of Kantas tn Replying to Indirect Inquiries.] 

Dkak Far^ND: V'e have been requested to mail you information conoerning our 
Correspondence Study courses. The incloeed cara contains a general statement, 

*' together with a list of the departments offering courses for home study. The latest 
bulletin of this department, containing announcements of the courses offered and 
full information about the plan of the work, will be sent upon receipt of your request. 

The University of Kansas, through its ExtensioD Division, is now giving more than 
100 of its college coursies by coirespondence. Theee include a number of profeesioDal 
cotunes of the Schools of Education and Engineering. In addition, it is offering many 
vocational courses in business and engineering subjects. Work comprising practically 
a full foxir-year high-echool course may be taken by correspondence. Lesson assign- 
menta are prepared and papers grpUed by members of the regular university faculty. 
When courses are satisfactorily ’completed, entrance credit is granted for hig^-echool 
work, and university credit for work^f a college grade. The fees for this service are 
very nominal. 

Those correspondence courses offer, to thoee who are not in attendance at school, an 
opportunity to secure educational training along lines in which they are particularly 
interested, or to acquire additional credits. These credits are recognized by the 
State board of education in" meeting the requirements for renewing three-year certifi- 
cates or for securing higher certificates. Many of the courses are of special value in 
preparation for certain vocations professions. 

po you not wish to devote a few hours each week to this wofk? The post card will 
bring you our bulletin. At your request, we shall be glad to send information con^ 
ccming this work to others who may, be interested. May wo not have yoifr canl 
tOKiay? 

Sincerely, yours, 


With the letter is inclosed a printed card which names the depart- 
^ Zhents in which correspondence courses offered and makes a 
brief appeal for investigation. Half of the card is taken up by this 
material. The other half is in return postal form and contains 
a request that aruannoiincement of correspondence courses be sent. 
Space is also provided for suggesting the names of friends who may 
a be interested in correspondence work. 

t 
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[Card Sent hy the JJnXvenity of Kamat with the Form Letter U$ed in Replying to 
Indirect. Inquiries.] 

- HOME STUDY 

Combined with correspondence instruction is no longer an experiment, but 
a tried and pro\"ed succees. Others are ad\^cing their education in this way, 
why not you? Begin now, turia your spare moments to account, and'continue 
earning while learning. This opportunity is for thoee'with little education 
as well aa for thoee of university grade. 


GENERAL COURSES. 


Accounting. 

Advertising. 

Astronomy. 

Botany. 

Chemistry. 

Child Hygiene. ^ 
Economics. 

Education. 

Engineering. 

English. 

Entomology. 

German. 

Greek. 

History. 

Home Economics. 

High School Branches. 


Journalism. 

Latin. 

Law. 

Mathematics. 

Mineralogy and Geology, 

Mining. 

p har macy 

Philosophy. 

Romance Languages. 
Physics. 

Physiology. 

Public Speaking. 
Physical Education. 
Bdeemanship. 

SoHolpgy. 

Zoology. 


ToU will prepare all lessons at home, will getindividual attention from the 
teacher, and may ad\'ance as rapidly as your circumstances will permit. 
Every student studies and recites the whole lesson, thus coming into intimate 
contact with the teacher. 

We have now added the branches of a four-year high-school course with the 
exception of the sciences and the vocational subjects. Eighth-grade 
gr^uatea are.eligible. 

If-you are not'yot^self interested in correspondenstf study, will you kindly 
hand this card Ip some friend who is? 

Univernty Esdension Division; Lawrence^ Kayu. 

Gentlemen: I am interested in home study and correspondence instruc* 
tion. Please mail me your bulletin on this subject. I am particularly 
int^ested in collie — High school— rbusiness subjects ( underscore your choice) . - 

JVow Mimfeer and svreet 

CVfy County State...... 

. NAME. ADDRESS! 

Writs here 

the nsm«i 
ol frtuKU 
who may b« 
inUmtdd. 
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The University of Kansas has a separate classification with appro- 
priate form letters for inquiries concerning commercial, high school, 
journalism, law, and pharmacy courses. An announcement of the 
correspondence courses offered accompanies the form letter. With 
the letter in reply to inquiries concerning high-school courses is sent 
a suggested course of study covering the four years of high-school 
work which may be taken by correspondence. 

{Form Letter Used by the University of Kansas in Reply to Inquiries Concerning Bigh- 
. f School Work.'] 

We have your request for mfonnation concerning the correspondence courses in 
hlgh-dchool subjects. Detailed announcements of this work will be found on pages * 
31 to 34 of the bulletin going forward to you under separate cover. To the general 
0 ta 6 ^ent at the bottom of p>age 31, we might add t^t these couxeee, when satis- 
factorily completed, are recognized by the* university for entrance credit without 
further examination, as though completed in an accredited high school. 

Full information concerning the method of conducting this work, cost, etc., is 
given on pages 6 to 11 of the buUetin. After you have gone over the printed matter 
carefully and selected your courses, we shall be glad to have your enrollment on the 
blank pimtod opposite p>age 52 of the bulletin, or your request for further information . 

Assuring you of olir interest and hoping through your early reply for an opportunity 
to be of further service, we are, 

Sincerely, yours, * 

. Only direct inquiries are followed further. A second letter is sent 
10 days after the dispatch of the first letter, if no reply is received 
before that time. A third and final letter is sent the next fall. 

[iSeotmd LeUer Used by the Universiiy of Kansas in Following Direct Inquiries.] 

In reply to your inquiry, we sent you recently a bulletin describing the home 
■ study oounee offered by the UniverBity of Kansas, and giving you information con- 
cemingthemethodsby which thatvorkisconducted. Todate we have not received 
your enrollment. II there are any questions concerning the courses you would like 
to ask, we shall be glad to have you write us at once. 

We hope, however, that you have alrea^f selected the cohisee want to take. 
It is very easy to put off enrollment The^days and weeks slip by rapidly, and if 
you fail to enroll now, you may not succeed in getting the tiaming that you really 
The number of young men and women taking work through this department 
kmcraring rapidljr each year. Since we have helped so many, we feel sure that we 
have a se^ce for you. Csn’t yon arrange to mail us your enrollment to-day? 

We will keep your letter on our desk a few days longer, expecting a prompt reply. 

Sincerely, yours, • , — 

and Final Letter Used by the University of Kansas in Following Direct Iruquiria.'] 

In Veply to your inquiry, weeent you recently a copy of the new cottespondence 
study bulletin. We. trust that this reached you ptompfiy. To date we have not 
received your enrolment If there are any questions bonoecniikg the courses you 
would Hke.to ask, we muld be gkd to write you at once. ^ ^ ' 

We . hope, lioweWf that you have already .decided upon the coutaee which you 
iri^ . tnafority of stt^&ts in correspondence are able to give more 

mason tban>i any other time of the year. If you delay 
Hip by mpMly and you H unable to secure the 

pe^panbon a^ trihriW §riahge to begto.W)ork im 

: Ww win hold your comq;>dnd we fdl"a tow di^ 



OORRESPOHDEHCE-STUDY DEPABT&lEin^. 


18 


The saving of clerical work which form letters make possible is 
obvious. But many con ' ondence secretaries maintain that such 
letters are too impersonal, id insist that for the same amount of 
Ipbor a greater number of students may be enrolled by dictating per- 
sonal replies to every direct mquiry. The office records of the cor- 
respondence study departments with which we are familiar are not 
sufficiently detailed and accurate to make proper cojnparisons of the 
costs of the two methods of securing registrations. 

Few departments fail to use some form letters and material in reply 
to inquiries, and those which make the largest use of them find it 
necessary to write nfany personal letters in answer to inquiries which 
the forms do not cover.. Whatever the form of the reply used, the 
purpose is to display a personal interest in th^ problems of the indi- 
vidual. The specially dictated letter serves this purj>ose best if it is 
possible to assign a good letter writer to the work. But a mimeo- 
graphed letter which has^lfeen carefully thought through and writ- 
ten is preferable to a carelessly written personal letter. It is probable 
that mquirers concerning correspondence work, do not regard a form 
letter from the university with the some indifference with which 
mimeographed material is treated by those who receive quantities of 
it in every mail. That form letters may be so skillfully prepared as to 
serve every purpose of personal letters is proved by the experience 
of the University of Chicago. Chicago has worked out a series of form 
letters to meet every common situation, and it is no unusual experi- 
ence for the correspondence department to receive letters, in reply to 
these forms, expressing appreciation of the department's under- 
standing of the special case. ^ 

APPUeXTION FOR REGISTRATION. 


If the replies to inquiries bring the result desired, an application 
blank will be filled outand sent in by the prospective student. This 
blank is usually printed aa one page of the announcement of courses 
^sent to the inquirer or is inclos^ with it. ^ The form and size of the 
application blanks used even by the same institution vary. Both 
card and paper forms are used. 

Cards ral^e in size from those smaller than post cards to half 
letter size. Of these cards the one used by the University of Utah 
is most distinctive. The card is approximately 7 by 9 inches in size 
and is perforated lengthwise for tearing into two parts. The right- 
hand half is further perforated for tearing into ^ve parts, the uppe^ 
one containing directions for filling out the lower four. Upon es^h 
of these ^aU sectioim is antsred the name of the student, one of the' 
subjects eiitere^ Rpdn the left-handi half of the applicatipn, and thcr 
name 6r the T^e card . 

. sery^ ^an' studehtil " 
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[Aj>plicalvm Card Vted fry the Univemty of UiahJ] 
COKHKSPONDSNCE STUDY. 
APPLICATION CAED. " 

SXTKKSIOK DIVISION. 

' University of Utah^ 


n 


. 191 . 


Name la full, In Ink, SURNAME FIRST 


HomeAddrcffi. 


( Address to 
which Kxten* 
»lon Credits 
are to be sent. 


Were you ever registered before in the University of Utah When. 

Are you v>orhing with the expectation of finally securing a degree 

If so ^ have you filed your high school credits in the Registrar's Office 


On the liTies below name the High Schools and Colleges formerly attended: 


Position now held. 


Write on thellwsbcluw alt the subjeots for which you deslro to regl<der, ualn« || 
one line for each subject 

Hour's i'redlt. 



^ : 






3 






> ~ ^ - — - -V ’ — ■ - - 

-ITJ 



IMPORTANT NOTICE. 


. The student should ^ out all of the foregoing blanks carefully and forward the appli- 
cation immediately to the office the Secrota^, University of Utah, tomther with the 
legbUatioo fee ol IIO.DO. \ 



THRBB LINKS ARK BKSIBRVKD FOB THD FACULTY; 
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On the sl^ tolow enter the #ub|ecta far which you have enrolled. Use a separate slip for each subWw*t 
(see sample) and preserve the order observed in your tabulation of subjects on t£s!/^)licatiaa Card. 

SPECIMEN COPY. 


AW ROE, RICHARD W. ' 

Subject Physical Ed Uf-ation^l. 

Instructor Profeeeor (or Mr.) Harris. 

UNIVEBSrtT OF ITTAH — CORRESPONDENCE STUDY. 

; ' 

1 Subject r. 

Inistruetor 

UNIVERSITY OF UTARr— CORRESPONDENCE STtroY.' 
Namsr 

2 Sy.bject.^ ‘ !”!!.!!!!■!!!! 

/ns/ruc/dr. . : * . ! ! ! ! 

university OFJ^AH — CORRESPONDENCE STUDY. 
Name 

3 Subject '/f. !!!!!!'!!!!!!!!!!! 

Instructor 


UNIVERSITY OF*TtAII — CORRESPONDENCE STUDY. 

Name..: 

4 Subject !!!!!!!•!! 

Instructor 


The favorite paper sizes are tlio half and full letter size sheets, 
although the size is largely determined in each ease by convenieoce 
in printing and sending applications with publicity or other material. 
The;-o is little use in seeking uniformity since,' with the exception of 
the card used by Utah,Ahere seems to be no attempt to make the 
application form filled out by the^tudont serve as a permanent office 
record. The reason for neglect o6 this economical expedient is proba- 
bly the almost universal inability of people to fill out a blank without 
error apd to the fact that the hand writing of so many persons would 
tend to promote confusion and difficultyin keeping them in order. 

Whatever the,form, and however various the sizes and quality of 
paper or card used by an mstitution, all applicatio'ns contain requests 
for practically the same infonnation. The card form used by Utah 
probably requests the minimum amount of information. Most appli- 
cation blanks ask for more detail. Certain necessary items of infor- 
mation, however, are required by all the institutions, jXnd in tjie 
greater number of cases the influence of ths older and stronger corres- 
pondence departments is visible in the make-up of ihe hlanka 
The application forms of ovot 30 correspondence-study departments 
have bOen examined, and an attempt is here made to present in a 
cOi^lidated form the practice and experience of them all. ^e items. 

^ wUch appe^ on these have been arrknged ijip^xmat^^^m^^^ . 

i; appU^dhp 
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contains all the jtoms listed. This summary may prove suggestive 
to new asd to established correspondence-study departments, 

INFORMATION REQUESTED BY THE APPUCATION BLANKS OK TOERTY 
♦ INSTITUTIONS, 


iV(ime. — Upon some applications there is added to the simple re- 
quest for the name of the applicant more or less full direction as to 
how it shall be written. The most common forms of direction are 
(TnfuU) — (John Henry Smith), 

^(Wreaa,— Following the space for the addrciss it is usual to add 
some such indication as '‘Street, city, State,” To this Massachusetts 
and the University of Wasliington add a request for the telephone 
number. Chicago, Minnesota, and Oklahoma ask for the present 
addre^ to which the first lesson shall be sent, and in addition a perma- 
nent address to which second-class mail may always be sent with 
certainty that it will be delivered, 

Daie of birth , — The tendency seems to bo toward asking for date of 
birth 'rather than for a general age statement, doubtless due to the 
uncertainty felt by many people in figuring up their ages. The 
University of Arizona and Tennessee ask for age in years. 

Place of birth.— (Where bom.) Tliis inquiry has the preference over ^ 
other questions designed to obtain the same and related information, 
Tejas asks for information concerning the nationality of the applicant. 
Minnesota asks information concorniug the nationality of both father 
and mother in addition to the birthplace of the applicant, and Massar 
chusotts wishes -to know the number of years ^tho applicant has lived 
in the United States, 

OccupatioV'* — (BiLsiness.) Practically all extension departments 

wish to know the occupation of the applicant. The form of question 
' varies somewhat. "What other work ar^yoa<ioing while you puraue 
this course?” (Indiana) covers this question, and can be understood 
to Include work that the student would not ordinarily thinly of as 
business or occupation, Minnesota, Wisconsin, and Colorado ask for 
ptDsent and previous expferience in the occupation, Massachui^tts 
specifies that commercial, industrial, and teaching experience are 
desired. - 


Name of employer . — Many departments ask that the name and ad- 
dire^ of the employer, if any, be given. Others omit this. Texas and 
a few other institutions ask the name of the parent or guardian. The 
Wisconsin blank states that this is tq^be filDed out only when the 
ap^Ucant is under 21 yeai .13 of age. Wisconsin asks also what posi-^ 
^ iip^ haye been held that mtl help in the study of the subjects for 
" re^trati^ is soi^ht. * • 
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Schools attended; 2)veviou8 training; previous education; education (in 
juU ), — Few institutions are content taleave this inquiry in one of these 
vague forms and specify in one way or another such details as, grades 
attended in public or private school, years in high school complet^id, 
name of high school, years of college or university completed, degrees 
granted, name of college or university, correspondence work complet- 
ed in this or othtw institutions, is this the first enrollment in this or 
other department of the university. Indiana asks what courses have 
been completed in the department in which the new* application is 
made. Several ask that the student spei'ify what work has been done 
in the subject in which the course desired falls. These questions occur 
separately and «r^oups of varying degrees of inclusiveness arid 
exactness. 


Chicago and Minnesota ask whether the applicant is a member of the 
university, and if so wdsh to know the student’s matriculation number 
or college (Minnesota), and classification. To these questions Chicago 
^ adds the further recjuost that persons attending another institution 
indicate w*hether official permission has been secured to carry on this 
extra work, and if so, from whom. 

Date , — It is usual to leave it to the applicant’s common sense to 
give the date of application rather than some historical reminiscence. 

Course or courses desired , — Several of the forms are defective in that . 
sufficient space is not allowed for writing in the name of more than one 
course. Some applications specify that the course is to be indicated 
by number, others hy both number and title, while still others ask 
that the department, number, and title of the course be given, Chi- 
cago asks, under the item /‘Instruction desired,’' that subject (Latin, 
Mathematics, etc.) title (Principles of Economics, etc.), and instructor, 
be given. 


Amount of fees^ amount of money inclosedf are items appearing on 
several of the applications. Some add further directions, such as 
the statement that the foe should bo inclosed with the application. 
Massachusetts has spaces for checking off the manner in which the 
money is sent and Wisconsyi prints on the back of the application 
forms to be used in making full and installment pa}Tnents, with 
detmled directions concerning their u^. It is somewhat curious lhat 
many blanks in no way indicate to whom the check or money order 
is to be made payable. ' 

Object in taking course , — In several cases this query is no more 
specific than this and must frequently cause some useless heartsearch- 
ing on the part of the prospective applicant. Wisi^onisin explains 
that the information desired is whether the applicant wishes the couiw 
for a univereity degree, for advancement in vocation, .pr ior culture. 

aslm whether university credit is sought and whether a 
degTM . is desired. Wisconsin, in addiition .to the general queiitibn^ 
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Requests that the name of the college in whicli a, degree is sought be 
given if credit is desired. 

Cawraes desired wlten this w completed is a question asked by the 
University of Tennessee and suggests that|^danco is thus sought in • 
planning future or new courses. 

What foreign language have ytm studied f is a question ask(xl by 
Oklahoma and Massachusetts, The ptirpose of the inquiry is not 
entirely clear except in applications for language work. 

Do ymi intend to take the course hy yourself or as one <f a group of 
persons? is the somewhat unusual question asked by Indiana, but 
owing to the increasing amount of correspondence work that is being 
don<Hn classes or groups may well be added to other applications. 

IJerw manij hours per week Aovc you available for home shulijf is asked 
by Oklahomd, Texas, and MfiK^achusetts, evidently with the purpose 
of making the student consider carefully before enrolling. 

References as to character and industry are asked by Texas and 
Massachusetts. The definite re^on fbr doing .this is indicated on 
the Massachusetts blank in a footnote. “In case no replies are re- . 
•ceived to letters sent to students, comipunicatious wiU be addressed 
to the references given for information.’’ 

Names arid addresses of persons likely to be ivierested in extension 
courses are asked by Massachusetts. This would be an excellent addi- 
tion to other application forms. It tends to arouse the pcisdnal 
*interest of the student in his own work by givbg hinl a part in the 
system. 

Library to which yint, have a^^cess is a bit of information sought by 
Arizona and Minnesota. The reason for this is clear. 

Remarks . — A space is left for remarks on some of the blanks, 
especially those that are inost complete in other respects. Miscella- 
neous dk*ection$ and information are given upon the application ^n 
"fOrder to increase the applicant’s understanding of the conditions 
under which he. tak s the- work. Of sueft character are the siate- 
mente on the back of the Wisconsin blank concerning time limits 
and degrees. 

SPECIAL FEATURES OF INDIVIDUAL APPLICATION FORMvS. 

w 

. Jn few cases application blfcnfe show unusual origmality or 
very great departure from the cominon forin. Some blanks do, 
however, give the impression of definite character and purpose more 
clearly than others. Usually they produce no very definite reaction. 
nn1iw> it be feeling of the coldness and superiority of the institution, 
the. impresBion that the transaction is entirely a busmess on<5. The 
- . application used by Macefushusetts is| therefore somewhat remarkable 
&.,thst it - ffYed the iiipimipn that.; the depai^ment is personally . 

y aaking : ? 
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extension work and with the institutions concerned^ to read several 
application blanks. Commonts such as “This one is thorough/^ 
• are very much alike/’ *'They‘aro not very interesting” were 

common, but several said, referring to the application blank used 
by Massachusetts, ’“This one isn’t as bad as the others.” Almost 
invariably the one picked out as the best Avns the Massachusetts form, 
although no one of the persons could explain why. An analysis of 
tho blank seems to in(licate that personal contact is established 
largely by tho use of the second persomd pronoun, by the note indi- 
cating that tho department inten’ds to keep in touch with students 
through tho references given, and by tho re<jut^t that tho applicant 
suggest other persons who may be intorestod in correspondence 
study work. It may not be of much importance that the application 
blank sound a personal note when, as is usually the case, other mate- 
rial is used for that purpose, but the point is at least w^orth calling 
to the attention of correspondence secretaries as indicative of what 
may be done in that W'ay even by an application form. 

The name of the institution does not appear an\"whcre upon the 
application form used hy one of the universities. This is very 
unusual. Few institutions fail to fully identify all material sent out 
by them. 

[Applicntion Bl^nk Used hy the DepartyrMut of University EzleTision of ^fassachxLseits.] 

Blank for Begistration in Courses offered by the Department of 
^ University Extension of the Massachusetts Board of Education. 

The following application Is to be filled o»it completelv in the applicant’s own handwrltlnc \vo!d 
ahlirevlatlous aijd coniplcie ;ho blank In detail. 

Date of application ; Xan^eignaturo in full) 

Pornianent addreaw (street and number) TZ.. 

Town or city ; County ; Stdte. / 

. Age ^ ; Telephone No 

If employed, by what company? ; Wliere were vou born?. 

How long have you lived in the United Stafna? 

Occupation ; Education (in full),....* 

Fron\.what schools or colleges, if any, have you ^diiate<I?. 


WTiat foreign languaged have you studied? *. . . 

Were you ever enrolled in correspondence courses or clasaos in this depart mem? 

Name chiu^os you have completed in this department, if any 

V Commercial, industrial, or t^ching experionco 

Subject^ course deairt^.* ; Reason for selecting this course 

IIow mJKy hours per week have you av^lable for home 8tud*y?<^. 

, f Money order. 

I am sending | by {Certified check. 

' . (Currency (in roistered letter). 

References as to my character and industry (give names and addresses) : 

^ •' ^ 

Names and addre^ of persona likely to be interc.Hed in extension courses; 
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APPHOVAE OR REJECTION OF THE APPLICATION. 

When the application is received in the ofRce of the ox tons ion 
division the first question that has to be deckled is whether the 
student is qualified to take the work he desires. Admission to non- 
credit work is ordinarily open to anyone who is capable of doing 
the work. Admission to work for university credit usually requires 
satisfaction of the ‘'educational qualifications <lemafided from^ resi- 
dent students. The problem of handling applications for non-cre<lit 
work is therefore simpler than for credit work. In the cose of non- 
credit work the application is examine<l by the secretary of the 
correspondence study department, or some*other designated person 
in the office, and if it shows sufficient preparation to carry the work ' 
applied '^pr, may be approved without further routine. Usually, 
however, the administrative office merely sifts out those wKo are 
obviously not qualified to take the work applied for and writes 
advising someaother selection. The other applications are sent for 
approval to the instructors who give the courses or to tho heads of 
^he departmontsin which the coifrses fall. Thi^ajjproval is indicated 
uipon the application form or on a special form provided for the pur- 
pose, and returned to the administrative office.^ Upon approval, 
the adtninistrativre office makes the required records, and takes the 
next steps needed to got the student started on. the work. 

In the case of credit courses the same process may be followed, 
but if the student desires crediythe admission requirements and the 
process of approval may be somewhat more complex. In some 
institutions the correspondence secretary may determine whether 
the requirements are met, without roferehce to the instructor, the 
head of the department^, or tho dean, although tho secretary may 
find it advisable to consult any (^all of these persons in making a 
decision. If an applicant has already established a resident record 
in the institution, the only question to be decided is whether ho or 
she is eligible for the particular course applied for. If no resident 
record has previously been established, it is necessary to determine 
whether the student is admissible, to the institution. In practice 
in those institutions where no record of correspondence work is made 
in. the general university administrative office until a residence record 
has been established, the admission to credit courses is recorded in 
the extension division office alone until such resident record is estab- 
lished. At the request of the student the correspondence study 
credits are then traixsferred to the xmiversity records. 

In the University of Chicago there is no such dual system of records 
and admissions. When a student appfies for admission to a corres- 
pondence course the application is approved or rejected in exactly 
the 8^6 Way that appUcatipns for resident work are handled iu the 
8jxd, U i^eptcd^ record of 

^Stndentli9:tt.3once jeatablished, ; llie'&ppi^ov;ed application is return*^ 
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there made as will bo of use in that office. It is not necessary for 
the rorTespondcnce office to keep records for subsequent transfer to 
the registrar’s office. ' 

OFFICE RECORDS OF THE CORRESPONDENCE-STUDY DEPARTMENT. 

The records that must be rnado out in the extension division office 
may for convenience be classified as follows, although they overlap 
in many cases and the practic#is not uniform; 

1. Permanent record of the information afppearing on the student’s 
application blank. 

. 2. Record of the courses in progress or co,rni)lotod by each student. 

3. A class record showing the names ami progress of the students 

in each class. * 

4. Records for entering the j)rogress of each studo%^ in each course 

assignments, grades, and lessons returned. 

5. Cards intended for the convenience of the office in compiling 

statistics concerning registration. 

These records will be discussed in the order given. 

PERMANENT RECORD OF THE INEOUMATION APPEARING ON THE 
STUTOENT’s APPLICATION BLANK. 

Many institutions enter the more important items which appear on 
the application blank upon a special card. It is usual to enter the 
information which appeal's upon the application blank upon but 
one card for retention in the extension office. This card may or 
may no.t contain other records of the work of the student, but 
the forms examined seem to indicate that tliis card is generally used 
as a record for the complotjo educational history of ithe student. 
The card used by Colorado University is typical. % 

Permanent Record Used by the University of Colorado).] ^ 

ITNI7ERSITY OF 
COLORADO. , 

THrtVEBSITY EXTEN- . . . 

SION DIVISION. Addrofw. 

PERMANEKT 
^ ^ECORD. 

Date 6f enrollment, 

Date of birth 
Place of birth 
Occupation 
Experience in it, 

GradM attended 
High-school work 
Cpllege work., 

Other study. 

Purpose in course 
Candidate for what degree 

_i4 
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The information on the application Blank is also entered trpon the 
card which is sent to the instructor notifying him of the regia tration 
of the student, ' 

Instructor's Record of Rsgittration JJ$ed by the Univertity of Wathington, 

INFORMATION ?0B IHSTBTXCTOB. 


8tudent*a occupation , 
Previous education . . . 


Object m taking this courac 


Remarks 

f 


Indiana .University outers the main items of the application tho 
reverae of all the cards used to record the aasignments sent, lessons 
returned, and grades given. When the work of a student is not 
satisfactory, or when it is desirable for any "other reascm to lookup 
his history, it is thus possible to do so without consulting the com- 
plete Btudeait history card. This plan involves more initial woric, 
but may be justified by the nving ^^ime in handling the routine. 

RECORD OF THE COURSES IN PROGRESS OB COMPLETED BT EACH 

STUDENT, 

As has befeh noted, the card used for recording the infonnation 
obtained from the application blank may also be used to record the 
courses in which a student is or has been registered. In some univer- 
sities, however, a second card is used for this purpose The card 
usedby Mbmesota has spac^ for the name and address of the stu- 
cteii, the courses m whiA the student is registered, and the number 
of the student. VTliis card also serves the record clerk as a record .of 
the total number of students. Similar cards are used by Jth6 Univer- 
sity of arranged aiphabeticafly by students^ names. As 

each course is completed, it is checked on this card. The student’s 
Qomplete record is kept in t^e ofiice of the registrar in the University 
Chica^j upon the form of card as that u^ for rodent 
.sfodenta. ^ 
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A class book is sometimes kept which i$ recorded by classes aud 
instructors the name of each new enrollment. This practice is fol- 
lowed both by institutions, which send out the lessons from the central 
office and those which send out the lessons through the instructors. 
It has conveniences that loose cards do not have, since it is possible 
to tell at a glance the number of students registered for a particular 
course and the amount of work with which an instructor is burdened 
at any one time. Such a record, however, will contain the names of 
students who have completed work as well as those who are still 
active in the class, while a card list makes it possible to remove to a 
completed file the names of students who have completed the work. 

Whether this record of classes is kept upon a class book or upon • 
cards, practically tl\e same information is given. There is space 
provided for the name of the course, the name of the instructor, the 
name of each student, the date^of enrollment, information concerning^ 
fees, the amount of credit, the grade for the course, the date comr 
pleted, and^ in most cases there is also space for the registration n\im% 
ber of each student. 

RECORDS FOR EKTERrNG THE PROGRESS OF EACH STUDENT IN EACH 
COURSE BV ASSIGNMENTS, GRADES, AND lESSONS RETURNED. 

There are usually two cards used for keepmg continuous record of 
eachstudent’swork, oneintheof^ of the correspondence secretary 
and one in the office of tbd instructor. The first of these may be 
.known as the Stude^jp Office Record and the second ks the Instruc- 
tor’s'Student Recofm^ , 

The former usually has space at the top for the name of the stu- 
dent, the name of the course, the address of the student, and the name 
of the instructor. Other items that sometimes appear at the top of 
this card are the student's registration number, the hours or cr^ts 
given for the course, examination and grade results, the date enrolled, 
and other subjects in which the student is enroUed. ^The remainder of 
the card is ruled off into columns and blocks for noting the date les- 
sons or assignments are sent, the date manuscripts are receivedf 
grades given on manuscripts, and the date the corrected manu- 
scripts are returned tQ the student. 


T.V^, 
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and it is then sent to the instructor for grading. The grade given, 
and the date the instructor returned the paper to the office are en- 
tered nt the proper time. The date th^ instructor returned the paper 
is usually the same as that upon which the paper is returned by the 
office to the student along wil4 the next^essons, and one space may 
serve to record both these facts, either heading 'appearing- above 
the column intended for this f>urpa8e. 

Whether the assignments are sent through the instructor or through 
the administrative office, this card xisually serves as notice to the in- 
structor that a new student is registered, ancTis made out in the office 
of the correspondence secretary. The card xisually contains the name 
of the student and the address, unih two, other main parts. One of 
thtse parts, a little over half of the card, is taken up w'ith blank 8*pacee 
similar to those upon the Student's Office Record for entering the 
(late manuscripts received, the grade and the date manuscripts re- 
turned. If the instructors send out the assignments, this part "of 
the Instructor’s Sj-udent Record may' be exactly the same ip form as 
the Student's Office Record, but there is no need for space for record- 
ing assignments sent when the assignments are sent through the 
administrative office. 


Card Used by the Univernty of Kaneas. 

Form 28a I 

THE UinVERSITY OF KANSAS. 

SnTDSNT’S, BXCOBI>, 

SZTSNSION DIVISION. ^ 

Correspondenoe-Study Dopartment. 


M3S. 

rec'd 

Grade 

MSB. 

retd 

Addre^ 


1 


• 

11 



21 



31 



2 



12 



22 



32 



3 



13 



23 



S 3 



4 



14 



24 



34 



5 



15 



26 






6 



16 



26 



W 



7 



17 



.27 



37 



8 



18 



28 



38 



9 



1 ^ 


« 

a 



to 

** 


10 

• 





30 



40 



Coime. 


Enrolled..... 

Age 

Otvupation,. 
Prop. Si'hool. 


College. 
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The second part of the' card contains the main items of informa- 
tion about the student which appeared upon the application blank, 
such as the date of enrollment, i^e of the student, his occupation, 
his previous training, library facilities available, and in some cases 
the purpose for which the student is taking the coiu^e. This infor- 
mation is of course* necessary to the instructor, if he is to under- 
stand the needs and capacities of each student. Space is also given 
upon some cards for the examination grade. As has been noted, 
some coirespondence study departments use special blanks or ques- 
tionnaires for the purpose of yedJCaining information that wiU give the 
instructor more intimate and personal inlormation about the student 
than appears on the application form. This information may or 
may not be entered upon the Instructor's Student Card. 

The University of Chicago uses an Instructor's Student Jlecor<] 
very much like those described, but upon the ^e^•e^80 appears a re- 
quest to the instructor to send the initial lessons of a specified course. 
The reverse also contains information about the student. This card 
is returned by the instructor to the office when the course is finished 
or the time limit has expired. The card serves, therefore, as a noti- 
fication to the instructor that a new student is registered or enrolled 
in his course, as a means of information to the instructor concerning 
the student ^8 qualifications, as a means of keeping a record of the 
progress and grades of the student, and as a formal notification 
to the office that the work is completed and that arrangements 
must be made with the student to take the final examination. With 
this system the responsibility of keeping the student .at work rests 
ontbely with the instructor, except as the instructor’s periodic reports 
to the office may induce the correspondence secretary to \vrite to the 
student. 

• I 
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THE UinVEESm OF CHICAGO. 

THB COBKKSPONDENCE-STUDT DEPASTMEHT. 

r 

19.. 

; .T 

t^e initial leasons of your Major Minor course, entitled, 

Secretary Correspondence-Study nepartment. 

Occupation 

\ 

Born..,^ 

Education 

: 

Previoufl work in the subject in which this course falls 



[Reveru of ImtrucU>f> Student Itecord Card Uted hy the Univertity of Chicago.] 

[Beverse.] 

— — Beturn this Record Card 

' ^ — ■ to the Office when cour^ 

ia fiuiabed or when “Year*' 


MSS 

rec’d 


Grade 


MSS 

ret’d 


/ 


• “Year"eipUos has expired. 

Memoranda 



1 



9 



*17 



25 



33 



2 



10 


• 

“TT 



26 



34 






11 



19 



27 



36 



4 



12 



20 



28" 



36 



5 



13 



21 


- 

29 



37 



6 



14 



22 



30 



38 



7 



16 



23 



31 



39 



S 



16 



24 



If 



40 



Avenge Grade for Beoitettoa Work. 


CARDS INTE^^ED FOR CONVEN'IENCB IN OOMPILIKO BTATlSTIOd. 

^ Any of the cards montioned above may be iised for cotnpiling sta- 
tistical information, and some of them serve , that purpose as they 
are filed. But many inatitutionh desire further statistical infoma- 


COERESPOSDBNCE-STUDY OEPARTMENI& 






28 


tion concominj^ thoir correspcAdenco atudonts, and i« some casc^ tile 
correspondence study office finds it convenient to make those records 
as registrations come in, upon cards or slips prepaxed especially for 
this purpose. The University of Kansas, for instance, uses white 
slips for each registration, which are filed under the subject taken, 
the to^vTl, and county, and in the case pf out-of-State enrollments, 
by States. 

The system used by the University of California is the most elab- 
orate the writer has seen. It is not intended to (’over the collection 
of special statistical information alone, since it cTiros for m(|uiries 
and follow-up as well as other records. In order to make it intelligi- 
ble, the whole system will have to bo described. 

Three by five library (*ards are used, cut with tabs at the top, 
\vhich are numbered from left to right from 1 to 12 inclusive. To each 
of these Jiumbers a general subject is assigned as follows: 1. Draw- 

ing. 2. Education, Philosophy. 3. English. 4. History-Econom- 
ics. 0 . Languages. 6. Mathematics. 7. Music. 8. Science. 
9. Busmess. 10. Technical. 11. Homo Economics. 12. General. 


[Library 


1 2 3 4 5 6 7 8 9 10 a 12 

Bunieic Mark C., 4 — 1 -19. 

Fort Z>aia», Tex. 

(General; Engineering. 

Sample. » 


When *ui impiiry is received, the name, address, date,'' ami sub- 
ject asked about are typewritten in black upon two of those cards. 
One, knowm as the Geographic Card, is filed at once under the towii 
from which the imiuiry came. The other cai*d, known as the Alpha- 
betic Card, is filed in a drawer under the month in wliich it is received. 
It is kept in this file for three months and then placed in the general 
alphabetic file if no enrollment has been received before that time.* 
When an enrollment is received the Geographic Card and the Alpha- 
betic Card are removed from their files and the enrollment number, 
the subject, the number of the course, and the date of enrollment 
are typewritten in red upon both of the cards. 

'For each of the 12 general subjects to which numbers have been 
^ assigned on the tabs a further subdivision of subjects is made, and 

) to each of these subdivisions is assigned a spectrum color. Tlie 

course. under each of these colors is in^cated by a muuber. Thus: 
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Accounting i- Rtvl 


9. BUSINESS. 


X-1 

X-2 

X-3 


Banking ‘ Orange ! X-21 


Element ry Accounting. 
Intermeai. "e accounting. 
Advanced a ounting. 


Practical Banki. g. 


Coimucn'ial law Yellow 


X-41 

X ^2 


Elomeutaiy^ commerciul law. 
Advanced commercial law. 


'lVl>ewriting (Ireen 


iStenogrAphy : Bit 


BurtincHH managomcMil Violet 


X-96 Elementary typcArriting. 

X-97 Intermediate typewriting. 

X-91 Elemonta^ stenography. 

X-92 • Intermediate stenography. 


X-10 Busiuens manageme^u. 


When an imiuiry is rocoiveJ the" Geographic Card is treated os 
follows: The numbered tab which corresponds to the general subject 
about which inquiry is made is colored the colpr assigned to the 
subdiyision in which the course desired falls. If the inquiry**is about 
sptHiific courses in several general subjects, the proper tabs will be 
appropriately colored. If iu one general subject the inquiry fcon- 
coms subdivisious of two different colors, the proper numbered tab 
will bo given two colors. If tho inquiry is no more specific than the 
general subject, the tab will not be colored, but all the other tabs 
will bo cut off. OiJy those tabs are allowed to remain on tlie card 
which indicate the subject inquired for, and only those indicating & 
definite subdivision under a subject aro colored. 

[Geographic Card V^cd hy the Vnirer^y of Ca?i/bmta.] 


Drake, E. U., 2214 Lawton Avo., • 

BakeiBlicld, Calif. 


Enrollment 405 
English; Eoonomica; 
EnrollmeTU 478t 
Einrollmtnt 8%0 
EnroUmejU 9649 
Enrollment 10289 


PhiUmphy X-1 A 
Oommorclal Law; Spanish 
CfxnxrMTcml Law X-41 
Accounfina X-1 
Tttk. ifotn. JC -6 
Engli^ X-E 


11-19-13 


21-19-18 

1 - 2 &-I 6 

7-16-16 

lt-28-18 

3-16-19 


(NoTB.-In the original rard the tab numbered 4 Is colored \iolel, 5 Is red, and 9 Is yollnw. The Itane 

lines are red.] 

Upon the Alphabetic Card the procedure is somewhat different* 
The tabs incUcating subjects of inquiry are not colored, but the other 
tabs are cut off* When an enroUmont is received, however, the tabs 
on the Alphabetic Card which cormppiid to the gene^ sub]^t'of> 
tik6'^tuotlment in>.abpo^i^ ^ ■ 
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The tabs of the Alphabetic Card will, therefore, show both the 
subjects in which an enrollment has been received and also the sub- 
jects concerning which inquiry has been made but^no enrollment 
received. ^ 

[Alphabetic Card Used by the University of Cali/omia ] 


■J :i 1 0 

Drake, H. D.. 2iu I,i 

9 10 

iw^ton Ave., 
Bakersfield, Calif. 

i 

11-19-13 1 

Enrollment iOS 

Philosophy X-lA 

tt-19-13 I 

English; Kt^onoinics;. 

Commercial Law; Spanish 

1-25-1 ft 

EnroUmenl 4TS3 

Commercial Law X-41 

7-16-16 

Enrollment 89G0 

Accounting X-1 
Tech, Math. X~^ 

9-28- IS ' 

Enrollment 904^ 

12-2S-1S ' 

EArollment i0iS9 

M 

English X-E 

.3-16-19 j 


In the orlpinal *ard the tab immlM*red 2U colored violet, 3 Is yellow, 9 Is rtnl and yellow, and 10 
Is frreeii. The il*lic lines are rod.) * 

In addition to those sots of files, the Ihiivorsity of California ustvs 
a subject file arranged os follows: Four by six cards' each bearing the 
record of one enrollment, are arranged by general subject according 
to the numbers given in the key, ’and under ouch general subject 
according to courses, aiTunged in the order indicated on the color ' 
chart. Stiff cards, 4 by 6, with one-fifth tabs, are provided for each 
course. Upon the tab is wTitten tho name and number of the epurso, 
and a spot of the proper color (tus determined by tlie chart for that 
subject) about a quarter of an inch in diameter is placed at the right 
of the tab. This makes what is known as the active file. As soon 
as a student has completed, transferred, caiu'-cled, or didefrred his^ 
enrollment, the card is taken out and placed in another subject file. 
The “completiMl canls'' are filed din^ctly htdiind tl.e subject guides. 
Tho transferred or canceled curds are placed behind a blue guide, 
and the deferred enrollments are placed behiiid a pink giyde, where 
they remain until they become active again. 

SENDING ASSIGNMENTS AND LESSONS TO STUDENTS. 

As soon as the application is approved and the necessary ofiico 
records and notices described above are completed, a cqnsiderablo 
flow of material is started to the student. There are two different 
methods of handling the material sent to and received from the 
student. The practice in the University of Chicago is typical of one 
method, that in the University of Wisconsin typical of the ot^er. 
In the former case the work is handled almost entirely by the in- 
structor. ' lir. Hervey F, Mallory, secretary of the Correspondence- 
^ . . Sj[)ttdy Depai^ent of the Univer^ty of Chicago, doscribed the method 
deUrered at the second an^ conference of the . 
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Afi aoouas weadmit antudeul we adk tlieioflUuctor to furftiflh the initial leHsona of the 
courpo rhoHcn, thereby eotablishing immediate contaot between the two at the on f«et, 
and this personal relationship is cmphaHized throughout the course. From the time 
1 ttjo first lessons are sent until the last report is returned all correspondence, except 

thatofa business nature, passes dire<*tly Irtrtweeo theteacher and pupil. However, the 
office watchea the progress of each student through reports from instructors which are 
called for at stated intervals, and whenever necessary or desirable, the stx rotarj' com- 
municates with Itint 

Tho second nietliod is that in whicli the correspondence secretary 
sends to tlio student tho first lessons and otlier inateritd wliich tlio 
^student sliould liavo when lie starts work. Tlie student r^urns his 
written pajiers to the ofTice of the corraspondence secretary, where 
tho fact of their receipt is recorded upon the student’s office record 
card, Tho secretary then sends the jnqiei-s to the instnictor for 
correction and grading and receives them hack from the instnictor 
when that work is done. The sc<Totary enters the da4e returned 
and tho grade upon tlio stude^it’s card and returns the corrected 
paper with tlie new assigiunenf to the student. 

Between these two methods there are many gradations and cora- 
proniisos. In' some cases the first assignments are sent out l)y tlie 
central oflice and subsequent ones hy the instnictor. Ii^otliej cases 
- tlie instimctor makes up tho package t\be sent to the student but 
stMids it through tho central ufTice. 

The loasons adVaiiccd by the advocates of those two methods are 
of varying degrees of force, Mr, Mallory indicates in his statemen/. 
tliat the ]mrpose of Cliicago in using the first method is to estalilish ^ 
in tho beginning ]>orsonal Contact between instructor and student, 
and in another connection 'he has stated that since ** expenses of 
otory sort have to he met from thq fees’* thoToduction of office ex- 
pense which results from this method of handling the work is .almost 
necessary. He goes on to say: 

That under thofle conditions HO many members of the faculty are willing to assume 
this extra labor bespeaks unquestionaVIe Iqyalty to tlie aims of tho university and to 
the traditional ideals of education, which ever have and forever will demand sacil- 
ficial service, ? 


The adherents of tho second method of liandling this matter main- 
tain that the personal relations between student and instructor are 
established in the correction and comments on the papers of students 
that the mere fact that tho papers pass through a central office 
in no way destro}’T9 this contact.; Tliey maintain also that occasional 
reports of the records of students do not make available at all times 
full and coniplote information' about their work. 

But more important than the better opportubity to chec^ up the 
work of the student is the opportunity afforded by the;secpn4 piethod 
ip ih^k-up the work of the ijMtructorv th^ first method of ; 

hmdlingis^^d^ 

. Btudent hV' the 
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No one except the student and the instructor knows that the paper 
has been sent in; and the instructor may have forgotten it. It is 
claimed that th^ second method enables the correspondence secretary 
to induce instructors to correct and return lessons more promptly, 
with the result that fewer students allow their interest to languish 
and die in the intervals between papers. Here we tread on dangerous 
ground. Promptness and regularity in the return of papers both on 
thepartof thestudentandthe instructor are necessary to successful cor- 
respondence study. But it would be interesting to know, and doubtless 
the instructors who aremotnow doing, but who may later undertake 
correspondence work will insist upon knowing, how far the coitc- 
spondence secretary is prepared to pusli them. It may safely be 
asserted without unif airness to the professors, and probably witli tlio 
agreement of most of them, that university teachers are not the most 
prompt and businesslike of the professional classes. They may need 
speeding up, and some correspondence secretaries may actually do it. 

If, in an adnjinistrative system, the mere provision for the exercise 
of power accoraplLshes the purposes desired witliout calling for actual 
disciplinary measures, it would seem that the administrative device 
would be a good one. In any case the administrative wisdom of tiie . 
correspondence secretary would have to determine how far the powers 
Vested in the office should be exercised. 

The first method does not afford any means of determining how 
quickly the instructor corrects and returns a paper; the second does. 
Th^ use that shall bo made of that knowledge will have to be deter- 
mined by tlie coiTespondence secretary. 

But in addition to the check which the second method affords upon 
:tj;ie speed of the instructor's work, it also affords a men ns of checking 
up the character of his work. Every paper passes through the office 
of the secretary after it is corrected. It is possible to examine the 
corrections and comments made by the instructor, and it may easily 
be possible for the secretary to determine soraetliing of the nature of 
the teachmg the instructor is doing. How far this inspection will go 
will vary of course, with the abilities of the secretary. With a poor 
secretary it might easily go too far. . * - 

It may be maintained that ^he secretary can not be competent to 
criticize tlie work of so many instructors in so many different sub- 
jects. So far as. subject ihatter goes this is true. The function of the 
secretary, however, b not criticisrn of subject matter, but criticbm 
of instructor ’a conimen^ fyr details, dearness, and exactness. The 
doing of mech^c^ work and failure to inake adequate corrections 
are what the comapondence secretary wishes to dbcover. Hare 
efugg^ttona may be made with little danger of oSendiiig the instruc- 
tor, "the secxeti^ b M all t^otfol, for the instructors who need 
euggibtibn ini^tof ton fed that ^ to 

them ^ 
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of the student so gross that they may not be ignored^ an appeal to 
the instructor or to another xmiversity authority on the subject 
flhould serve to determine tlie fitness of the instructor for the work. 

The institutions wliich follow the second method, and the great 
majority do foUow this method, believe that it has the advantage 
over the first method of permitting constant supervision of the work 
of the student and of the instructor. While supervision of the in- 
structor in residence is very slight, few administrators are content 
with the situation. The difficulty has been to find an inoffensive' 
way of doing it. Correspondence study administratipn has a method 
which in the hands of a careful administrator can be applied with 
a minimum of friction and apparently with a maximiun of effect. 

Whether the first and subsequent lessons are sent through the 
office of the correspondence secretary or directly by the instructor, 
other material also must of necessity, or may most conveniently, 
accompany the first lessons. 

The most iniport«int of this material is the set of directions for 
work which is sent to the new student. In some cases these directions 
are made a part of the first lesson paper, but general practice seems 
to indicate that correspondence study departments have found it more 
ftfective to print the directions upon a separate card or paper. In 
this form they are more convenient for reference. The directions 
for new students issued by 18 different institutions have been com- 
piled into a composite set containing all the points made by them. ^ 
Thu directions have been pretty well standardized. Few institu- 
tiolis show unique features. 

GENERAL DIRECTIONS FOR NEW CORRESPONDENCE STUDENTS.* 

1. Give a little time each day to the preparation of your lessonfl. If poarible, the 

same time each day. • 

2. Read very carefully the entire number of pages assigned in the text. This 
reading will give you a general idea of the work to be mastered. Read over the en- 
tire list of qu^tious on the assignment. Reread the assignment, paragraph by para- 
graph, endeavoring to organize the information so as to make it your own. After 
completing this systematic study of the assignment, read the first queetion^and , with- 
out references to the textbook, make rough notes on the points which yDU wish to 
cover in your answer. 

Think through this material thoroughly, and carefully organize your answers to 
the questions. Work out brief, clear, logical, pointed statements covering the salmnt 
points. Time is much better spent in this ‘manner, l>oth for you and the reader, 
than in writing wordy discussions. In your answer stick to the point; this is very 
important. In providing iUustrations give details in full on points which illustrate 
the principle.. Statememts should be complete in themselves and should not require 
reference to the questions to complete the meaning. One of the advantages of a cor- 
respondence course is the opportunity for effective expreeeion in writing. Do not 
neglect it Gqmpleteneas, of answen must not be sacrificed fpr brevity, however.. Do 
not attempt to use the wqrdidg foimd in .ffie text, but master the ideas and exivM' 
theminyomownUngu^. Thk<»ganiaaUoh c^^oii^ty^lg^yeycm 
lirepaiatioii the^ftxaminaUpn which foRoira^^ cbmpletion.of\ffi^ 
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3. After mastering the lee^n write the recitation without father assistance of any 
kind, unless the leason shedt or your instructor ej>ecifically directs otherwise. 

4. When recitation paper is completed refer to the textbooks, read over t)io paper 
' carefully, and make corrections on your paper with blue pencil, or with blue or violet 

ink, never red. Dej not make a correction unless you are sure of it. 

5. Mail your recitation papers promptly to the Extension Division, NOT to your 
instructor, for correction, and begin at once the study of your next lesson. 

6. Do not return the leeson assignment. 

7. Follow the syllabus or outline when doing your reading. Do not aim merely m 

answer the questions in the lessons, but try to understand all the topics in the outlinW 
If unable to understand any topic or part of the outline, indicate this specifically in 
your correspondence, and we shall endeavor to clear up your difficulty. At least 
two hours' study is expected on each assignment. Alwaiys feel free to ask questions. 
Ordinary inquiries concemipgtho leeson should he written bn aseperate sheet and in- 
cloeed with the leeson. ^ 

8. Do not wait to send in several leesons at once. In no case send in more than 
three, lessons ‘in one week without special permission from the Extension Division. 
The assignment may be sent to us as rapidly as you wish. 

9. Submit work regularly. By so doing you will secure the beet results. 

10. Write the lesson only upon recitation paper. Use a separate sheet for busineas 
or other communication. Bo sure to mention your course number in all such com- 
munications. 

11. In preparing the recitation paper follow the form of ^ho inclosed sheet. 

(а) The paper should be 8^ by Ikinches, of good quality, unrule<l, ami of light 

weighCiJi order to save postage. Use envelopes at lea.-'t 9 inches long, 

(б) Leave margin of 2 inches on left side of paper for instructor's corrections. ' 

(c) Write with a typewriter or black ink. 

(d) Write plainly upon one side of the paper Only. 

(tf) Write at the beginning of every lesson the following heading: 

Name^ Course Tiame and number, Atsignment number j Date of mailir^. 

or use the oflScial recitation paper and fill out every blank in the priuted page. 

(/) Number the pages of each recitation consecutively. 

(g) In language work leave space between the lines for corrections. 

(A) Fold paper twice crosswise, so that.the heading shows on the outside. 

(t) On the lower left-hand comer of the envelope write the department and course 
number, i. e., History, 2; Mathematics, 3, etc. 

' (j) If you have difficulty in writing upon uoi4Wed paper, place a heavily nded 
sheet under the paper as a guide. 

12. When you get discouraged, keep at it. This is the most important rule of all. 

[General Direetiom Used by the Univerniy of North Dakota,] 

THE UiriVERSITY OF HOBTH DAKOTA. 

EXTENSION DEPAETHENT. 


aXHEEAL DtESOTIOVS ?OE OOEBBSPONDBE^B BTTTDBlfTS. 

1. Give, if possible, a little time each day to preparation of the lessons. 

2. Familiarize yourself with the assignmeiit and study required texts and references 
before attempting to prepare the recitation paper. 

3. Alter the lesson has been mastere4 the recitation should be written without 
I further assistance of any kind, unless your, instructor q>e^cally directs to the 

otmtrary.r 

^ is andtte^ .mail It at onte to the liniversity Extension 

next Isasoiu 
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5. Submit recit&tion papeivaa regularly aa poesible!* In this way yon will achieve 
the best results. It is very deeiraWo to send in one loeson per week on an average. 

6. The recitation paper must contain only the recitation; all business or oth|f com- 
miiniratioRs should be written upon a separate sheet. 

(a) Leave margin of 2 inches on left side of paper for instructor’s corrections. 

(b) Wdte with black ink only. Typewriter may bo used if desired. 

(c) Write only on one side of paper. 

(d) Write plainly. 

(e) Send in each lesson, as completed, to the Tniversity Extension Jlepartment 

and not to instructor. ^ 

(/) Fill out every blank space in the heading of official recitation paper, and do this as 
the first act in the preparation of every recitation report. 

(<;) A Btud(?nt who has difficulty in writing ui>on unruled paper may place a heavily 
ruled sheet, prepared by himself, under the blank sheet upon which ho is 
writing for his guidance. 

7. Students pursuing coursea involving credit toward a university degree must 
conform to all the requirements exacted for the accumulation of such credit. 

irOTZ: OABZPnLLT PRESKaVS THIS OABD FOR REFRRRKGE. 


Many institutions send with the first assignment a notice con- 
,cerning tho purchase of books and supplies which gives detailed 
directions for ordering from the university bookstore and from the 
publishers. * 

Several institutions loud books to correspondence students, and 
information is sent concerning the conditions of sudf loans. In 
some cases other libraries are named where books may be obtained. 
Minnesota places the information* about the 'loan of booksLon the 
back of the card containing the general directiona * 


[CafSt at to Loan of Books.] ^ 

$ 

Rules Regarding Loan of Books to Correspondence Students from thfi 
University of Minnesota Library. 

1. Students are expected to purchase their own textbooks, but reforence books for 
collateral reading may be borrowed from the University of Minnesota Library.* Cor- 
roepomlencc about the loan of books should bewiddressed to tho Librarian, University 
of Minnesota. ^ 

2. . Ho^ks not in demand on the campus may be loaned to correspon donee students* 
for a period of four w eeks. These loans are subject to recall at any time. , 

3. Periodicals and general rofcrenco books (dictionaries, handbooks, yearbooks, 
oU*.) can not bo lent. 

4. Only two books wrill be charged to one student at a time. 

5. Ikwks must be promptly returned at the designated time, or privileges will bo 
withd^wn. 

6. Books not in demand by other students may -be renewed by application to the 
Librarian. 

7. Borrowers who mark or mutilate the volumes lent to them wrill be charged the 
full value of tho books injured. 

8. Postage on the package in both directions must be met by the borrower. 

Uporl the reverse of the geaeral dir^tions the University of Indiana 
prints a form upon which the student is requested to keep a record 
of the courses he takes 'by correspondence. .:^This is untisual and 
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. With the first assignment is nsaaDy sent a letter of acknowledg- 
ment and encouragement. This letter may be used to give addi- 
tional information and guidance or to repeat that given elsewhere. 
The-form used by the University: of Kansas covers'^as may points as 
any other and is reproduced here a sample letter of this kind. 

* {Letter Sent by the Univereity of K<mm$ with ike Firet A$ei{pifnem.] . 

We arc in receipt of your application for Correepondence-Study work, with a remits 

lance of Enclosed please fiind the first aam^nmenta. The text may be 

oordered from the publishers, or from either the University Book Store, or Rowlands* 
Book Store, this dty. Theee firnjB''are not connected with the ‘Unive iaity ; they 
simply carry supplies for the resident students. As soon as your book or books arrive, 
write out the first asmgnment and send it taus; v^hile we are conectiiig itVou may be 
working on the next lesson. If this is done we shall be able to keep you supplied 
with work. _ If the instructor is crowded with work, there may be a delay in reCuzning 
your papers. In that event, send in the next lesson when completed, not waiting 
for the return to you of the previous lesson. . 

If you have any difficultiee, and will bring them to our attention, the instructor 
will be glad to assist you whenever necessary. Study each assignment thorou^y ; 
before attempting the next. In this way only can you get the full benefit of the 
work and secure aatisfactdry.grades. A t;eoord is kept of the grade given to each le«on, . ^ , 
and when the course is finished the average of ^ese grades with that of the final 
ekamJnation determines your standing as filed with the Registrar. 

. \Mien you rec^ve an assignment ^ that it agrees with the ritle of the course f<»r ^ 
which you are enrolled, and that the number is next in order to the one last received.- 
In case of error return the outlines and the ri^ht ones will be mailed you. If you 
change 'your address advise us to that effect on a separate slip of paper; otherwise 
mail may be sent to the wrong destination and cause delay in your work. 

To insure the greatest progress, send in one or two lessons each week, or more, if 
you\^ do so. Satisfactory oomplecion of one or more coursee within the year depends 
. largely upon gettii^g the work started at once. ^ 

Wifihing you success,^ I am, : 

, Sincerely, yours, * 


RECEIPT FOB FEE. 

The fee is usually sent with the application and is transmitted by 
the department to the proper .university authority, who issues a 
-university receipt. In order to avoid the delay inqideut to this pro-' 
^ccss, a temporary re^pt is sometix&as sent^ to the student by thp 
extension division. It will be noted that^e Kansas letter imknoid- 
edges receipt of the fee. In some caa^ a special form is used for , 
this purpoee. 
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[Tm^oronf Receipt Imed by the Unxvereity Minneeota for Evening Ctowa. (The 
iome/arm it need for Correepondenu work.)] 


TEMPORARY BECSIPT. ^ 

No. 38t 

THE mnVERSITY OF inNHESOTA. 

asmuLAL Bxmrsiov divisiov. 

Minkeapous, fflSf 1919. 


Received of * 


Jamee Anderton^ 


Fifteen <fc 601100 ' 

for fee for evening courses. 
Bus. |y>u), A. 


Dollars 


8 


Prindplet of Accounting, A. 


M. V. .KKy/)QQ, 

For General Extension Dh>ision 


Missouri sends the following card to applicants when their fees 
have not accompanied the application. 

'Notice to tend tn t^fee used by the University of AftMouri. 

(FMCardB«nttoAppUoantO ^ 


the instructor in the correspond* 


ence course, — - . : •. , has approved your taking * 

this work for ... hours credit. As soon as the necessary fee, $ , 

is received, you will be enrolled and the first assignments will be sent to you. 
RLEASE RETURN THIS CARD, TOGETHER WIJH THE FEE, TO 

CHARLES id. WILLIAMS, 

Director of University Extermon, 

Columbia, Mo. 

T^e ordinary process of handling fees when they accompany the 
application involves ^me system of report to the pro^ financial 
officer of the nniversitj. \ Usually the fee is held by the extension 
division office ttntil the application is approved and then transmitted to 
the husineM .office of the tinivehsity with a report for each fee or for all 
g .. the fees. received during a set period. The form ^ven'ia typical of 
'[J, those, used for making these reports, ^though more details are given 
^^^'S<hpon the forms , 


% 


I 
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Date 
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To the Butineu Office: 

Herewith find cash, | , aa indicated below, being aJl moneyB received 

by the Corre^ndence-Study Department {rom : to 

, incluaive. ; 


Secretary CorreepondenceStudy Departmenl. 



ADDRK88. 

AMOUNT. 







i 



1 




Upon a separate card in the office of the extension division or 
npon the card containing the student’s complete record is entered 
each payment made by a student. 

[iSamp2e Card Uted by the Uni\^»ity oj Kantat.] 


Name— reversed 


Home address 


sdtooH 


Fee. 

No. . 

Amount. 

T>tte paid. 

t 

Term. 

Bebated. 

( 

1 

Hemow 

; Bate, 

j Amount. 

Mati^ulation. .. 








Inciolntal 







. 

( 




j* 






' * 


1 



Upon receipt of the fees from the extension division the financial 
officer of the. university issues a permanent receipt in duplicate pr 
triplicate. One copy is returned to the extension division, one is aent 
to the student, and one remains in the financial office. The same 
form may serve both as notice from the extension division to the 
financial officer cmd as the financial officer’s acknowledgmentt The 
form used by the University of Indian a is of thia kind. 

[Form Uted hyihe Univertky of Indiana.] 

IVDIA9A UHIVEaSITY. - 
XXTBNSION DXVISIOK. 


lofltructor' 


■•I: 




fee. 


has paid the fees for course in taken bycorreeponi iiA 

ence. Enrollment fee . • 






*,• I* » . . 19 * • • * 

ofroM; V 


5ec„ Htireau of Cormpondinet s 

..... .'f« 
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In various institutions other fonns of letters or blanks which are 
worth mentioning accompany the’ aasignment or are sent out at the 
same time with it. 

Several send blanks known by such nam® as “Information Card/' 
^'Personal Information fbr your Instructor/' “ Personal Acquaintance 
Blank/' all having for their purpose the establishing of a real contact 
between student and instructor. That used by Massachusetts is 
headed, PERSONAL. INFORMATION FOR YOUR INSTRUCTOR 
(To be^ retted by the instructor for reference). The purpose of 
the blank is stated definitely in the first lino, “ to enable the instructor 
to obtain such information as will be of assistance to him in cor- 
recting your papers." The information asked does not differ mate- 
rially from that on the application form, but two lines are in black, 
face type and stand out clearly. “WHAT SPECIAL HELP OR 
BENEFIT ARE YOU LOOKING FOR IN THIS COURSE?" 
and “OTHER INFORMATION USEFUL TO INSTRUCTTORS." 
At thie bottopa the ‘note, “You may continue your rea^arks on the 
reverse of this sheet," is intended to make the student feel that the 
department wishes all the informcition he cares to give. 

The Kansas State Agricultural College asks students to return with 
Che^fiist lesson a somewhat long and elaborate form, which begins 
with the following paragraph: 

It ifl the desire of our Home-Study Service faculty to enter at once into cordial 
sympathetic ai^ helpful relations with eve^y student enrolling for our coureee. VAs 
your aimfl and ambitions, and yopr previous experience and education, as well as 
the conditibns of work, neceasarily affect our response to your lessons, we feel that 
both of us will profit by a frank statement of the information here requested. 

■ It should be understood that this information is not required as a part of the course, 
but is requested as an aid in making the work more effective. It will be treated aa 
entirely confidential . 

After the usual series of questions the blank concludes: 


Please give frankly and in detail any of the other conditions, either adverse or 
favorable, under which you are working.. This might include ‘physical defects; 
special abilities; information as to dependents and finances; your views on education ; 
a list of your favor^ books and magazines'; names of orgs^ations to which you 
bdong; habits you wW to acquire, or thow you wish to get rid of ; or any other infor- 
mation that you think would help us in a better adaptation of the work to you. 

Personal taste will in large part det^elniine which of these blanks, # ‘ 




the simple one of Massachusetts or the more detailed OIl^^of the 
Kansas Agricultural College, is best suited ib get a free expiession 
from the student. 

Soms extension departments send a fo^ asking the student 
whether he wmhes his employer notifi^ when the course for which ' 
he is rdgisteifd is completed. In Massachusetts, unless the student 
definiUdy indicates his desire to haye the employer notified by filling 
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Bends no notice to the employer. This reduces the clerical work in 
the home office and also destroys the possible impression that the 
employer is bringing pressure to bear upon the student to take work 
Many students feel that it is none of the employer’s business, although 
others are glad to have the employer notified in the belief that the 
factSmay be of aid in securing a better position or more pay. 

[Form Uted by Ma$$achu$€iU.] 

[SKAL.] 

DEPABTMEFT OF UinVEESITY EXTEHSIOH, MASSACHTTSETTS 
BOARD OF EDUGATIOV. 


^ A 

NOTICX TO XMPLOTSB. 

To THB^TtTDpKT: 

XJiiIesi there ifl objection on your part, thia Department will notify your employer 
when you have successfully completod one of our courses. If you object to naviDK 
your employer notified, you need not return this sheet; othenvm piastre return it unm 
vour first Uison. In event oi your changing emplbymont before course is completed, 
kiiidly send word to this office. 

Name of Emjdoyer Address 

Attention of 

(If roll are emplorsd by a large firm, give hen name ol oflloial Intermted.) 

Name ofoStudent Addreee ■ 


Employed as .*! . 1^. 

Name of Coureo ; 

Date - . * s. 

Xhe institutions which require or ask for references usually send 
a letter to the references. The form used by Massachusetts makes 
it clear that the purpose of the reference is not desire to obtain a 
voucher for the student, but to secure the personal interest of an 
acquaintance m the student's work and welfare. 


[Form Letter Uted by MaaBad\ueetU,\ 

has applied for enrollment in a coirespondence course in 

this Department maintained with free tuition at the expense of the Commonwealth. 
It is stated in this application that you know pemonally of the reputation, character, 
and habits, as regards industry of this person. As a matter of public service, 1 hope 
you will become interested in the progresa of this student, and, whenever possible, 
give encouragement and advice. 

Unless students complete their courees, the full benefits of these opportunities for 
an education now so freely, available eJt the expense of the CommanwealUi w^l not 
serve as intended. 

A word of encoungiQinent or advice from you will oftw makg the work to be done 
by the studrat on correspondence lesfions much lighter and mord iii^essful. Your 
assistance in this w^y . will be mqch ^pret^t^ by this Depa^ftl^ ite,w^ as 

by it8^d^£ ■ ; : ■ ■ ■. ;v ^ ;V.' , ' 






42 


OORRESPOHDENOE-STUDT DKPAETMENT8. 


STUDENT REMINDERS. 

Many correspondence departments have a regulation to the effect 
that when a student fails to send in any written work for^a long 
period, usually from three to six months, he shall be dropped from 
the course. In some^ cases it is provided that a student so dropped 
may within a limited time be reinstated upon the payment of a small 
fee. But all departments make every effort to inVure regular and 
continuous work and to prevent students dropping from courses. 
When the work of students is checked in the central office, it is usual 
for the correspondence secretary to handle this matter by form 
notices and letters and if necessary by personal notes. The periodic 
reports of the instructor enable the correspondence office to do this 
when the lessons and other routine matter are sent out by the instruc- 
tor. In most cases these letters and notices are signed by the director 
of the Extension Division, but the correspondence secretary attends 
to sending tham. The correspondetice secretary of the University 
of Minnesot^^nd the card hero reproduced. 

\Form of NoRce for Delinquent Student used by the Universiiy of ifinn««ota.] 


THE UNIVEHSITY OF MINNESOTA. 

OSNSBAL EXTENSION DIVISION. 


KnUTEAPOUS. 


Name Date 

Addreaa •- . 

This card is intended to remind you that you have aent no recitations in your, course 

in ^since 

If you are having diflSculty with the work, please state what it is. If your delay will 
continue for a longer period, write, gi\*ing the reason for it and stating when you can 
resume your studies. Regular work brings the beet results. 

Please reply either with a letter or a recitation. 

SecretAry, Correspondence Study, 

The Extension department of Massachusetts has an excelleut sys- 
tem of form letters for this purpose. A reply post card like the one 
here printed is first sent to the student. 

[Post Card Used by Massachusetts. \ 


DEPARTMENT OF UNIVERSITY EXTENSION. 




‘ Stats House, Boston, Mass. 

p Deae* Sin: Fbr several weeka no communication has been received from you. Occa* 
vionally letters are lost in the mails, and for this reason I am addreesing this inquiry. 

i hope you will send lessons as regularly as poeedblo, since this will add greatly to 
the efflcieiicy of your instruction.. Please rememb^ t^M this Department wiihes 
tpasristyouin ey^.way poisibl^^^ " ^ 

" is appreciated as to the cause of delays affecti^ your work. 

item jyUfaftdhr. 
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If no reply is received to this card, the first form letter is sent. 


[First Letter Used hy M<Machusett$.] 

It ie some time now since I have beard from you in regard to the course in which you 
are enrolled . There are, no doubt, good reasona for your delay, but I wish you would 
carry on the work with regulaiity,^ possible, as the benefit from methodical, contin- 
uous work is much greater than that from work taken up every now and then ^ irregu- 
lar intervals. 

I am very anxious for fon to go on with your studies to an early and successful 
completion. I uige you to do this with considerable confidence at this time because 
I am in receipt of an increasing number of letters from students announcing advances 
in salary and position following completion of our courses. Here is an instance: 
A recent graduate of Revere High School attributes half of a 60 per cent increase in 
sala^ to what he learned ^n our correspondence course in mechanical drawing. 

If there is some point in the work which is gi\dng you difficulty, kindly inform me 
at once to that' effect,'^ stating exactly the number of the assignment and the page or 
paragraph which trou blee you. I hope you will write me an explanation of your delay 
soon. 

Yours, cordially. 


J 


P. S. — In replying, please give the i\june of your course. 

That is followed by a second letter which urgtis the student to 
continue the work, and offers to transfer him to another cotxrse if 
the one undertaken is too difficult or not suited to his- needs* 


[Second Letter Used by Massochueetts.] 

Although I have written you several times in r^ard to the course in which you are 
enrolled, as yef I have. received no answer from you. Do you find the course too 
difficult, or xmsuited to your needs? ' 

Not only are your instructor and I very much interested in having you pursue the 
course to a succeesful emd, but the State also widies the full benefit of the instruction 
which it ofiers to be enjoyed by the students. 

If you think that some other cotirse ofiered by thia department would be more in- 
teresting or beneficial, I shall be very glad to tninsfer you. If, however, you find It 
iiO possible to continue your studies at all, kindly fill out the incloeed transfer blank 
so that your privilege may pass to some one now on the waiting !i^. In filling out the 
blank, please be sure to give the name of your couiso. 

In view uf the expense undertaken by the Commonwealth in {^viding'this iiutnip- 
tion for you, do you not feel you should inform me. of what you intend to do? 

Sincerely yours, ^ 

Director. 


At about the time the last letter is sent, one is also sent to the 
reference given by the student when he enrolled* This letter follows 
and is self-explanatory. 


Some time ago..*., .....enipUed in one of the couxbh given by this 

department. He has sent in no written work for sev^^ months,^.' ' ' ' 

In as much as he namea ^n as a reference,^ I Uddhg t^'Ubar^^^^ request y^ 

. to Ulk the nurittf oy^.^th him. I ho^^^t by ap doihg you may be of iiel^fto hi^ 
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Under the proper conditionB, we are willing to extend the time allowed for the com- 
pletion of a course, to transfer an enrollment to eotneone else, or to change an enroll- 
ment to some other course. 

The inclosed summary of the conditions im this case may aid you. 

If you are willing to give us thia aseistance, please write, in the place provided, 
the results of your interview and return the summary to me; otherwise simply return 
the ‘summary. I am inclosing a stamped, addressed envelope for your reply. 

' Sincerely yours, 

I 

Director, 


In many States where district or traveling representatives of the 
extension division are maintained it may be possible to arrange for 
a personal call upon delinquent students. Such an interview is of 
course the most effective method of establishing understanding 
between the student and department, and will usually result in some 
arrangement satisfactory to both parties whereby the student will 
continue work. The district system of resident reprosontati^ 
established by the University of Wisconsin is especially adapted to 
this method. The proprietaryx correspondence schools have had a 
similar system for many years. 


QUESTIONNAIRES SENT TO STUDENTS. 


% 


It is somewhat astonishing to find that so few institutions take 
advantage X)f the possibility of ^getting suggestions and estimates of 
results on correspondence work from -the students by means of more 
or loss systematic use of questionnaires. The aversion to the ques- 
tionnaire which is becoming rather general among educators is not 
one that has reached the public as yet. 

The fact that the student is asked to give his im previous, sugges- 
tions, and experiences tends to make him feel that he has something 
of importance to offer the .oxtonsioir division, and friendly relation- 
ship tends to become stronger. Perhaps the use of the questionnaire 
has been so slight because the opportunity for the expression of 
student, opinion and experioncef has been given so freely while the 
work was going on, yet some institutions evidently consider it well 
worth while to attempt to deteiinine particular information^ >by 
formal questionnaires. . 

Kansas University makes use of a questionnaire that is of 
interest because it has the direct purpose of determining someth]^ 
that is ~~^o{ vital importance in the preparation of correspondelice 
study lessons. * ^th every assignment is sent a slxp asldng that Uicr^ 
student enter on the spaces provided the time spent upon les&n 
<pi^pSfatioh for tha^' assignment. This entry is to show the time of 
^f*^7 as well^ time spent m study. 


correstondeAce-stuby departments. • 

[ Time Rtpcri Rflt with Each Astignmcnt by the Unirergity of NVzmas.] 
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THE UHIVEESITY OF KANSAS, XTHIVEESITY EXTENSlOH' 

DIVISIOF. 

COmKSPONDKNCK-STTTDY DEPARTMENT. ‘ 

^ . ; aseignment No 

The purpose of asking for this information is not to afford a checS on the individual 
student, but to secure information which will be valuable in increasing theeflSciency 
of this department’s service to the student. 

Please, thereftae, report as faithfully as possible all time used on the lesson, being 
careful to give the beginning and end of each periodo^^time used, thus Janizary 15, 
9.30-11.45 a. m.; 4 ' 15-5.30 p. m.; 8.39-9.30 p. m. ) 


Total time for lesson . 


Name. 


A careful examination of ♦hes^ records should show some interest- 
ing facts in connection with the^ length aiM diffictilty of the assign- 
ments and perhaps aJso give further information upon which it 
would he possible to base dofinife conclusions as to the best time of 
day to study. ^ 

Indiana and Massachusetts send out interesting questionnaires to 
students upon the completion of the work. 

Massachusetts’ stiooESTiONs for improvement op courses. 

1 . Haa the course which you are just completing given you the education and training 
' which you desire? 

2. Ha've you any suggestion which you think would improve the course? They will 

help U> makd%t more serviceabio to others. 

3. Are. yoif aatisRed that the time which you have given to thi« w jrk hft” been Well 

spent? Kindly giv^ reasons. State briefly the average time reqiured for pre* 
paring a lesson. 

4. Are you willing your name should appear in your local newspapw among- 
' ■ ^ ;thoaowho havc^mpleted courses in the Departpient of Univeraiiy Extension? 


Indiana’s questionnaire. 


Indiana,’^ questionnAire is somewhat longer and ooversHho points 
more in detail; 

1. What was your purpose fn-daldng work by correspondence? 

As^ an aid in your profeeaion? ^ 

) For seU-improvemept? > 

Credit toward a degree? 

To meet entrance requirements of the Uniyeraity? « \ 

Any other piirpow? \ ; . - . : 

2. PVoin what source did you first IeS|^^f the -Bureau of Oorrespondence Study- ^ 

Indiana University? "V ' ' 

3. Do you repaid f(ur the wOTk did by ' *y 
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6. Wliat suggestions would yoiT make for in^roving the meth(^ of offering the work? 

7. If you have been a resident student at the University, cfmtkare the work you took 

by correspondence with'that taken in residence as to amottet of work required, 
benefit iwoived, etc. 

8. Would you be interested in receiving a copy of onr latest bulletin on Correspondence 

Study? 

9. Please give us the names and addressee of any persons who you think may be 

interested in Correspondence Study at present. 

Shortly before or as ^oon as the last lesson in the course is receive4 
from the studen the is notified that he is entitled to an examination, 
and directions are given for making arrangements for its supervisiom 
Two of these forms are hero reproduced. ^ ^ 

[Form Notice of Exaininaiion Used by Afassackusetts.] 

DEPARTMENT OF UNIVERSITY EXTENSION, MASSACHUSETTS 
BOARD OF EDUCATION. 




COE^£SPOND£NC£ DIVISION. 


Mr.. 


Boston, Mass., 7 . ..19. 


Our records show that you have nearly completed the course in 

Wlicn you have sent in the last assignment of this course you are entitled to admission 

to the final examination. A certificate is granted by the Department 

for tliose students successfully passing the examination in tliis subject, j 
Kindly indicate by a cross (X) below if you wish to take the examination. 

Yes( ) No(- ). 


^ Director. 

[Form Notice of Examination Used by the University of Aarwos.] ^ ’ 

Dbar Friend: We have received your recitation on the last assignment of the course 
you are pursuing through correspondence. Kindly arrange with the local super- 
intendent or principal of schools, or your ‘^county superintendent, to supervise your 
examination. Send us the name of the examiner and the date arranged for the exam- 
ination, and we will send the of questioijs to the person desi^ated. 

You will be expected to give the examiner the amount of postage necessary send 
the papers to us. Kindly return the examination questions with your answers. 
Sincerely yours, ^ 

Set'y, Correspondence 8t^y Dept. 

\ • 

When some person has been designated by the student as having 
consented to'proctor the examination, the questions, are sent to that 
person with directions for conducting the examination* The direc- 
tions used by the University of Kansas follow: 

* of your cit)^in^na us t^t arrangementa have been iflade 

with you to eupervise examination hi 

recently completed with us tl^uglf correspondence^udy* We are Inclosing the 
questionfl, which you will kindi^ hold end premt to. * .at theJ^^^e set , 

kn the examination ^ Ihd exiuoid^tion h to ondtf the following regidations: 
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■ 2. The student is to be under your personal observation and supervision during 
4 the entire examination. 'f _ . ' 

3. The student’s manuscript, with the examination guxslions, is to be turned in to 
you, and mailed by you perronally to us, without correction, qpiendation, or 
cliange, as soon as possible af^r completion. Postage for the return of the 
papers is to be furnished by the student. 

Thanking you for your kindn^, we are. 

Sincerely yours, 

I 

Secretary Correspondence-Sttuly Dept. 

With the questions a statement that the student lias not received 
assistance is sometimes sent for the signature of the student at the 
conclusion of the examination. Sometimes also a form like that here 
reproduced is inclosed for the signature of the proctor. 

[FormyoT Use of Examimtion Proctor.]^ 

1 liercby certify that -took final examination in correspondence 

courtjo under my direction; that the questions remained in the 

sealed envelope until tlie hour of the examination ; that re- 

ceived no help whatsoever during the examination;and that the papers are being foi^ 
warded immediately to the oxteilsiou division just os 1 received them at the close ol 
the examination. 

(Signed) \ , 

Date 

Tlio answilk- ])a])cr is rotumod by tho proctor to the ofTice of the exten- 
sion division, in a few cases to the instructor, and is corrected by the 
instructor giving tho course. Tho grade given is entered upon the 
Instructor's Student Record or upon a form especially prepared- for 
the purpose and in most cases sent to the extension division, where 
it is entered upon the Student's Ofiico Record. 

In some cases the instructor sends tho report directly to the regis- 
trar of the university as'well, but ordinarily this routine is attended 
to’ by the correfepondenco-socretary. Minnesota uses a form which 
. is first filled out by tho instructor, .then approved by the extension 
division director, and finahy sent to the registrar for entry upon Uie 
record card of the* student,, 

[Form Used by Minns90Ui.\ 

THE UNIVEESITY OP MINNESOTA* 

QENXBAL EXTENSION DIVISION. 

REPORT OF INSTRUCTOR. 

Date 

This ia to certify ibat M .. .* ' - 

has completed through correspondence the course in 


with a gtsde Of y .* and is eutiUed to . ; credits. 
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Tlie form used* by the University of Chicago is somewhat more 
elaborated 


[Form U$ed hy Uu Univertity of Ohlcago*] 

THE TTNIVERSITY OF CHICAGO. 

TEE OOE^SPONDENC£-8Ttn>T DSPABTICEHT. 


EEPORT OF CBKDIT. 


. 191 . 


M 

has submitted written exercises and lias boon examined on a 

. Graduate 

» course in 

Minor 


College 

Academy, 


{Name of Departmont, e. g,, ilistory] 


entitled * 

corresponding to (‘ourse dopartmeut of tho university curriculum. 

The course began* I 9 I , and was completed t 

The examinatfon was held 191 , at under the 

toipopdflion of . . FinaJ grade for the ^course 

Instructor. 


' THE MABKmO SYSTEM. ' * * 

*1. A student’s final grade is based on (1) tho quality of work dond in the written 
e^octisea, (2) the grade of tho final oxaminaftion. 

2. Grades are expressed by letters^ with significance ‘as follows: 

A- Excellent C ' Fair E Conditioned — may . get' credit 

A — C — by second examination; in re- 

D Barely passed quired English, by additional 

B — ' themes 

F Failure. 

Obseiyo that tho + pign. is not a pa/^of the marking system; it should not be used. 

Entered on student’s record of residence work : . . . 191. , 1 .*. • 

\ 

, University Recorder. 

In thoge institutions in which no record of correspondence work is 
^ kept outside .the extension division; unless the student has alroaqy 
established, a resident record, it is noceasaiy to noti^ thoVogistrar 
of work competed, only in the case of suenstudontk. The record^ 
of those who^ve no resident record are kept in the office of the ex-' 
tepsion.dirision un^ such a record is established. 

When work and examinations are satisfactorily finished, , whether 
the. Work is! for credit or not, it is usual for ^e extension division U> 

. fCLhu)ah:the student with a oertificate of theTcu^t. These certificates ’ 
m e^laborateECBs. The University of li^oun i^ues a 
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{Certijicfite tued by Vniver$ity of Missouri.] 

UNIVERSITY OF MISSOURI. 

EXTENSION DIVISION. 


ThiiJ Certificate is full evidence lliat haasatinfartorily compleio.l die ( or- 

rcKpoiulHure rourne, ivn out lined by the IT niverHity ExtenHiou DivifiioSf in 

A permanent ro<’or<l of thiawprkirton file iti the f^cneral ;irf hiveH of llie b'niver»itv. 

Jhkai..] Signed 

X I'rcsulait. 

Jnstrurtor, 

, . f)irect<yr Universily JC-xtennon. 

Sevend institutions issue Bmhll printed cards. Tlie University of 
North Dakotausesacertificatc very like a bank die<‘k, even to the stub 
upon wliich is entered the essential information concerning the 
certificate issuetl. 


[Certijicate Used by North Dahota.] 
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FINANCIAL ASPECTS OF Correspondence STUDY- DEPARTMENTS. 

The study of the fhoancial side of ftniversity and college corre- 
spondence study departments'- does not emable us to present very 
definite and concrete figures. This is due to the fact that corre- ‘ 
spondence study costs have, been so intimately woven into the ' 
general costs of the extension division and of the university that 
few institutions have attempted to keep accurate books for tlie 
'corr9si»ndence work separate from the general accounts of the 
extension division. The system of accounting has been such that 
it is impo'ssible to tell what proportion of many e.xpensos should he 
chargeable to correspondence wofTt. This confusion of general 
extension accounts and of correspondence study costs could be 
elhninated by a s%hlNJeorganization of administration and office 
prartice, and by the ins^Jlation of a careful sj^tem of bookkeeping, 
but extension divisions have not yet found it necessary or adiisable 
to undertake this. 

The sources of funds in correspcindence stud}' departments are 
two— ^e f^ received from students and the approi)riation from 
the umversity or State for the extension division. 

From the extension division appropriation it is the ( ustom t^i pay 
the administrative expense of the department, for postage, stationery, 
mimeographing, 'office supphes, and for clerical hel]). "When in- 
structors of the correspondence study department are ]>aid upon a 
salary b^, they are usually paid from tlie extension division 
, budgetrlhlso, although in some cases they are paid .from 'general 
• university funds. 

The fees received from students are handled in a variety of ways 
and used for m^y purposes, "mien instructors are paid upon the 
- basis of aj^^a^ch paper corrected, the fees received from the 
dRii^tirely devoted to that purpose. In other cases 
the »li*®^^^eives only a part of the student’s’ fee. Th^ re- 
^mainder maySfie devoted, as in the case of the University of Chicagp, 
te^^e ^eral expense of the cOrr^nd^ce studjr department! 
or inaj' be placed in the general fuiids of the extension, division. 

It is not cTlstom^, however, in .ext^sion divisions in which corr^ 

■ ejroi^dwce work isl>ut one erf their activities, to keep the .income ' 

' fipsi eSirrespondence fees as an item separate from the funds of the 
gwer^ extension divimpn and .devote .such sums to correspondence 
."^dy v^rkiMclusiyidy. ^ 

HUtP** spine, Statep requires. Aat all fees , received by State- 
sdppo^te4 institotions be tamed back to the Stete treasury. When 

pi course to pay instrpetprs : 




'"r-T ' "P-p" '..‘ >v'VT' 'I '. ^ *■• 1-j, 

CC^BBSPOKKNCB-BTUliT l^PaRTMBHTS,. &1 

» 

{limed back* In seme States part of ^e fees are turned back to Uie 
treasury and part go into a revolving fund for the use of the extension 
divisioa. 

When instructors are paid from Ihe fees^ periodic T^K>rt8 are 
required, ’showing the number of papers corrected for which pay is 
claimed. The University of Missouri uses the foUowiug form for 
this purpose: 

[Form for StaUmtnU for Grading Corretpondenct Pap^$ nj^td by the University of 

ifwown.] **■■ 

. John flayes in account with University Extension. 

v> 

Papers glided in Historf oi Education, ficbool Economy, and Theory of TeadiiDg up to and indudlsf 
. May an, 1917, only. (To baliided ii^alpbabetical order.) 

Burnfl, Thomaa A. (History of Education), Looboub 2, 3 3 

Ellis, John (History of Education), Lesson 4 (rewritt^) 1 

(Theory of -Teaching), I^eeBons 13, 14, 15 ' 3 

Fails, Mary E. (History of Education), Lessons 10, 11, 12, 13 4 

(Jarton, W. W. (School Economy), Lessons 20, 21, 22 ‘ 3 

McDonald, Bert D. (Theory of Teaching), Lessons 1, 2r 2 

(School Economy), Lesson 1 n 1 

Yelton, Paul G. (History of Education), Lessons 1-10, inclu^ve 10 

• ’ * 

Total 2t-» 

Twenty-seven papers, at 2o cents ^76 

TO THE ORADEK: Please ,us« ihit /om and in undlcg in sutamoits of eerrespoodanea 

papers graded. Statements mu.^ be in this ofllce not later than the aftemooai of the 3Gtb of each mooth 
in order to insure payment the ftivt of the month ToUovlng. Checks may be sdhired from Secr e t ar y Babb*l 
office in .icadamio Ball. ' . . 

Do not list papers vhicb Mhve befn read but for which grades koM nof been handed in to this ofllce. Dapen 
which hare bera corrocted by tbs student retnmed for the approval of the grader may be eba^sd 
lor onff if thwentire paper has been rewritten. 

In COSO your warrant docs not agree with the statement which you bare handed in, we will be glad to 
check the^bMl with yoti and rocUfy any error which may have been made. 

Considerablwrli scon tent with the fee system of paying instnictoi^*, 
has been'exprosaed by extension directors and others. The employ- 
ment of instructors for fuU-time correspoiKlenoe work upon a salary 
basis has been tried in the attempt to escape the redognized faults of 
the fee system. But there are always subjects to be taught for 
which it is impossible to take the full time of one instructor. 

The University* of Wisconsin has in several instances employed 
instructors under what has been caUed the half-and-half plan.’- 
That is, half of the instructor's time is given to correspondence work 
and half to resident^^rk. Since it seems to, be agr^ that an in- 
stnictor is a better, resident teacher because of his. cbnt&pondence 
work, and a, better ^neejkindence tether because of his-sh^ in 
tesideht is evidently an exp^ienVwhich U 

well to aSlppt whem po^iblo as a policy. But in^many rnsUtn- 


m 
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• not justly the division of a salaried man's time upon the half-and- 
half basis. This is not the only fractional division of time possible, 
however, and it may be that extension divisions will find the Elution 
of some of their difficulties in the quarter-three-quarter instructor, 
or the one-tenth-nine-tenths instructor. 

The preparation of the courses is one of the flems which causes 
considerable difficulty in (torrespondence departments. No uniform 
method of pay for such work has been developed. In isome institu- 
tions ,when an instructor, of his own volition, or at the instance of 
the corrcsspondence study department, offers a course, the prepara- 
tion of the course is left entirely to the instructor and his only hope 
of remimeration is in the fees he may get for correcting the papers of 
students who take the course. Often he never receives sufficient 
money return to pay for careful work. Some institutions have at- 
tempted to insure careful preparation of courses, without assiuning 
any financial obft^tion, by requiring^ that the course shall be sub- 
insthictor to the head of the department or the director 
of thh extension division .v It is doubtful, however, whether this 
attempt to secure properly written courses is proceeding upon the 
correct basis. In other institutions ah instructor is paid according 
to the temw of the personal bargain he is able to make with the 
extension division. In some instances this« bargain may include an 
agreement on the part of the instructor to keep the course up to date. 
The course may or may not become the property of the extension 
division. Usually the ownership is left in doubt, but *thO' extension 
division proceo^ as though it had full rights, and if the instiuctor 
leaves, the institution continues to use the lessonh and questions he 
has prepared. 

A copy of such a contract or agreement, used by the Extension 
Departmenf of Massachusetts, follows; 

1. In confirmaUon of our conversation, it is agr^ that you will be retained in the 

' service of this Department for the preparation of a new course in 

The course ifl to be built around H M.. .. .. 

It is to contain 16 assignxnents, with problems and a complete key 

thereto. * 




2. It is further understood that for this service you will be paid at the rate of |26 per 
auigiuQent; $15 for the preparation of the subject; and $10 for the preparation of 
the key. * It is also unckMrtood that you will be. {wid fotr the whole work uj>on its 
completkm, >^di it is agreed will take place on or before June 1,1019. 

8, It is tiu^.tbe copy subpiitted*wiU be typewritten and thoroughly revised 
the author b^mre submisBion. 

4. Itisiukdoistbod thitffie asdgw will be produced at, the rate of two a month. 

5. UkStly, it is sgr^ th^ you will make such revisions in the copy kibmitted aa 

after conference with the lejraentadyes ol the Department 

- * diftiqge U ffie 00 jn . * 


i-' 


.’A 
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In some institutions the copyright privileges pass to the extension 
division. Wisconsin pays for the courses, and copyrights them upon 
publication. 

The University of Chicago has worked out a system which seema 
free from injustice to the instructor and the university. A course 
which is accepted by the correspondence-study department pays a 
royalty to the instructor who prepared it as long as the course is used. 
He may leave the institution and the course may be given by some 
other person, but he continues to receive a set royalty for each student 
who takes the course ^ long as the lessons which he prepared are 
used. The University of Pittsburgh is inaugurating a somewhat 
similar method. The plan there is that th» instructor shall. copy- 
right his course and for a period of 20 years revive a royalty on each 
copy used. 

Keeping the courses up to date presents a problem almost as diffi- 
cult as the preparation of the original courses. The opinion has been 
expressed that, except in a limited group of subjects, no course should 
boused without change for a period longer than three years. The 
common method of making the changes desired is for the instructor 
to add supplementary mimeographed material as it is needed: When 

so many changes and additions have been made that the mass be- 
comes unwieldly the course may be rcwritteii. 


CONCLUSION. 

This description of the work of correspondence-study departments 
makes it evident that in the near future there will be need for the 
further development and standardization of certain operations and 
methods of administration. This report may be conchided most 
usefully, therefore, by indicating the points at which this develop- 
ment is likely to take place, 

1. The budget system will probably be applied to coirespondence- 

study departments, and systems of accounting developed which 
will make it possible to determine the cost of each phase of cor- * 
respondence-study^ork, 

2. One or two standard methods of payment for the preparation of 

correspondence courses will probably be adopted, 

3. There will be a more satisfactory ^justment of the methods of 

paying instructors. 

4. It is prob4.ble that student queetionxuures will boused more largely 
^ than at present for obtaining data upon the basis of wiiich 

coirespondence courses may be stai^a^ized. 

6. It is probable that there Will be considerable development in the ' 
methods of coordinating correspondence study and unive^ity 
records, . 
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It is dsfiirable tbat the details of the methods which have been 
tried or which are being used in correspohdence-study departments 
be more fully known to other correspondence secretaries and -ex- 
tenrion division directtwa. Many of the problems of administra- 
tion wid office practice may be more speedily solved by an exchange 
of experience and by. cooperation in securing needed informaiiom 
It is to be hoped, therefore, that the present report will be superseded 
withim^a short time by other studies of particular phases of corre- 
sp<mdence^tudy administration and by more detailed reviews of the 
whole field, based upon the information which special studies will 
supply. 

o 



